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SUBJECT:   Official Passports and Visas - Processing and Services 
1.  Purpose.  To provide detailed information on Passport and Visa processing and to outline documents required for submission of applications. 

2.  Facts.
    a. The Official U.S. Army Passport Agent for US Army, Hawaii, is located in the Passport and Naturalization Office, Personnel Services Branch, Military Personnel Division, Directorate of Human Resources (DHR), USAG-HI, Room 103, Bldg 750, Soldiers Support Center, on Ayers Ave, Schofield Barracks, HI.  The Passport Office only accepts and processes applications for Official, No-Fee, and Diplomatic Passports for U.S. Citizens (native born, naturalized, American Samoa, US Virgin Islands, Guam and Puerto Rico).  Passports for unofficial/Leisure travel must be applied for through a local U.S Post Office or Hawaii Public Library.  For more information on other locations please call 1-877-487-2778.
    b.  Customers who qualify to apply for Official Passports fall into one of the following categories:  Active Army, US Army Reserves, Army National Guard, and DOD Army Civilian Employees.
    c.  The “No-Fee” Passport is only issued to dependents of active duty military members or DOD Civilians who are on overseas assignment with approved command sponsorship or who are travelling on official invitational travel orders.  Contractors are not authorized to apply for the “No-Fee” passport.
    d.  The Diplomatic Passport is normally issued to Foreign Area Officers assigned to American Embassies abroad but can be issued to any of the aforementioned authorized applicants as long it is required and is stated on the official travel orders.
    e.  Passport applicants are required to complete the appropriate Passport Application, DS11 for first-time applicants, or DS82 for passport renewals.  Forms can be downloaded or completed online at the travel.state.gov website. The applicants must not sign the applications until they are in the presence of the Official Passport Agents, either Mr. James Castillo or Ms. Carol Kihara who are located at Bldg 750, RM 103, Tel: (808) 655-7182/655-6703.
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    f.  In addition to the completed application form, the applicant must submit the following documents in their passport packet for processing:  A Memorandum signed by the applicant’s commander or supervisor requesting the passport with justification for obtaining the passport (for first-time applicants only);  documentation showing proof of U.S. Citizenship, i.e., original birth certificate from State Registrar with raised seal, original Naturalization Certificate or Certificate of Citizenship, or an expired or valid U.S Passport and  two (2) color passport photos measuring  2” X 2” with the applicant in civilian clothing and with a white background.  Passport photos can be obtained without charge from the Post Photo Labs at Ft. Shafter, Bldg 220, Tel: (808) 438-7532 or at Schofield Barracks, Bldg 2038, Tel:  (808) 655-1905, by presenting a memo signed by the unit commander.  Photos can also be obtained from a civilian photo facility with the applicant paying for the service.
    g.  Visa applications are processed along with passport applications for applicants traveling to foreign countries that require them per the U.S. Department of State’s Foreign Clearance Guide.  NOTE:  For all personnel travelling to Italy, Visa applications for each applicant/traveler must be notarized – no exceptions, and upon receipt of the passport, the Italian Consulate requires at least 10 working days to process and issue a Visa – so please make your travel arrangements to Italy accordingly
    h.  If the applicant’s travel date is within 30 days of receipt of the packet by the Official Passport Agent, MPD, (applies to military personnel only), an Expedite Letter request must be submitted with the application.  The Expedite Letter must be signed by a military officer in the grade of Brigadier General/O7 or above or a Civilian SES equivalent.  The Expedite Letter can only be used for the passport, not for the Visa. 
    i.  Applicants are advised not to depart the command/Hawaii until after receipt they have received their Passport and/or Visa from the U.S. State Department, Washington, D.C. and/or from the appropriate Foreign Embassy/Consulate.  Early departure could result in severe inconvenience and hardship to the traveler(s) because of unexpected delays in processing times for the Passport and/or Visa, and the time-lag for receipt of the documents in Hawaii.  Also there may be additional delays should there be a need to provide additional documentation or follow-up information to the State Department or to the Foreign Embassy/Consulate, so please plan accordingly.
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    j.  For further information or assistance with processing Passport or Visa applications, please call Mr. James Castillo, DHR Passport Agent, Tel:  (808) 655-7182.
Action Officer:  Ms. Carissa Gardner 655-1272

Approved for release by:  Sean Karamath, Chief, PSB, MPD/655-1374
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